1. Log in to ADC via Citrix http://www.opi.mt.gov/adc
2. Within the ADC, navigate to the “Reports” menu and review report # 28 Process Status Report (see Picture #1 and #2
below)
a. View the status of all districts and schools in the county; follow up as necessary to have all districts ‘Submitted to
County Superintendent’ and then by the final deadline all districts should be ‘Submitted to OPI’.
3. Choose the Data Entry menu, choose ‘Submit’ from the menu. The ADC will be submitted from the County Superintendent
to the OPI (see Picture #3 below)
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*****Unless ALL Districts and Schools are
submitted*****you cannot submit from the
County Level (a one-step process);

To submit system by system, choose the
particular System to submit and it will submit
from the County Superintendent to the OPI (a
system by system process)

When the County Level or a particular System
level is chosen; choose Submit; please review
Report #26 Process Status Report to verify the
submit status of all Districts and Schools in the
County




